Vendor Self Service
User Guide

The Vendor Self Service home page contains a banner, navigation menu, and a series

of summary information groups.

Welcome to Vendor Self Service

ABC SUPPLY COMPANY

100 MAIN STREET

BOSTON, MA 02201

Phone

KELLY SMITH: 617-234-1234¢Q)
SAMUEL L. SMITH: 617—234—1234@

Email
emaill@abcsupply.com

Welcome to Self Service for Business Vendors

Recent invoices

Profile information View profile

Announcements

Invoices Search invoices

Date

Amount

2/23/2012 $1,140.00

$1,140.00

Last invoice: 2/23/2012

/2372012 1 00

Status

Paid

Paid

details

details
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Resources ~

Home

Vendor Self Service

My Profile

1099

Bids

Checks

Invoices

Purchase Orders

Clicking the vendor name in the banner displays the following menu options:
1 Home i Returns the vendor to the Munis Self Service home page.

1 MyAccounti Opens t he

information.

My

Account

1 Log Outi Logs the vendor out of Munis Self Service.
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If the vendor clicks the Resources list in the banner, VSS displays a list of resource
items. These items are hyperlinks or documents defined and uploaded by your
gani zationds VSS administrator

ABC SUPPLY COMPANY ~

Resources ~

Resources ~
TOWN WEB SITE

. TOWN CONTACT LIST
Welcome to Vendor Self Service i

| Resource Link

. : Resource Document  [RUCIEELIME
Profile information

My Profile
ABC SUPPLY COMPANY
100 MAIN STREET
BOSTON, MA 02201 1099

Email

Phone :
WWWWWWWWN\/

Vendor Navigation

Vendors use the buttons in the group banners to navigate between pages in Vendor
Self Service.

ABC SUPPLY COMPANY ~

o tyler

technologies

Welcome to Vendor Self Service

Profile information

View profile

ABC SUPPLY COMPANY

100 MAIN STREET

BOSTON, MA 02201

Phone Ema_il

KELLY SMITH: 617-234-1234SAMUEL L. SMITH: 617-234-1234gg) ®Mail0@abesupply.com

Announcements

Welcome to Self Service for Business Vendors

Invoices

Search invoices

Recent invoices

Date Amount Status

Ti2772009 51.140.00 Unpaid details
$1,140.00
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My Profile
Clicking View Profile in the Profile Information group or the My Profile option in the
navigation menu opens the My Profile page. The page displays vendor profile
information that is divided into groups. Clicking the Change link in any group allows the
vendor to update the data in that group.

o ANDREW KONSTANOPOLIS ~
%° °, Resources ~
< tyler

o' tec

Welcome to Vendor Self Service

Profile information

ANDREW KONSTANOPOLIS
13 HELENIC WAY

ROME, NJ 01010
akonsta@phoros.net
Contacts

Andrew Konstanopolis: 555-642-0111¢g) andrew@phoros.com

o ANDREW KONSTANOPOLIS ~
Announcements R X

Welcome to Self Service

Invoices .
My Profile e
General |nfom|ati0nl change 2
Name/DBA ANDREW KONSTANOPOLIS/PHOROS COLLECTION SERVICES Vendoc Seif Srvice
— 13 HELENIC WAY
ROME, NJ 01010 Alnchments
Fax Number
Commodities
SSN 001-01-0001
E-Mail akonsta@phoros.net 1099
Web Site
The Gener al I nformation group contains the ve

type and foreign entity status, minority business enterprise status and certifications, and
discount terms. If your VSS administrator has enabled viewing of banking information
on vendor profiles, the Gener al I nformation g



information.

General Information change

Name/DBA
Entity

Address

SSN

E-Mail

Web Site

Vendor Type

Geographic

Foreign Entity

Is minority business enterprise?

MBE Classification(s)

AFRICAN AMERICAN OWNED
Serial Agency

11 AGENCY
DISADVANTAGED BUSINESS
Serial Agency

T AGENCY 00
General

Serial Agency

10 AGENCY
HISPANIC OWNED

Serial Agency

12 AGENCY
WOMAN OWNED

Discount Percentage
Days to Discount
Days to Net

Bank Name

Bank Account Number
Bank Account Type
Gender

Ethnicity

No certificates were found for this classification.

ABC SUPPLY COMPANY/ABC SUPPLY m

100 MAIN STREET Atlachments
BOSTON, MA 02201
111243633 Commodities
emaild@abcsupply.com 1099
www._abcsupply.com
= Bids
EAST - EAST COAST VENDOR.
Checks
No
Yes Invoices
Purchase Orders
Issue Date Expire Date Status
1172001 21212020 Valid
Issue Date Expire Date Status
41412013 413012017 MNew
Issue Date Expire Date Status
TH9/2013 71972020 Valid
Issue Date Expire Date Status
1172001 21212020 Valid
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The Address I nformation group displays
information.

T Y Y N R N B W

Address Information

change
Name Address City State Zip Fax Eefault
DEF
SUPPLY PO BOX 348992 WILLIAMSBURG VA 02201 N
COMPANY
ABC 123123
SUPPLY WILLOWBROOK PORTLAND ME 02434 N
COMPANY AVENUE
ABC
497897
SUPPLY WACO TX 76710 N
COMPANY FRANKLIN AVE

t
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The Addr ess Contacts group |ists the vendor s

group is sorted by contact type.
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Address Contacts

change
Type Name Email Phone Fax
GENERAL KELLY SMITH ksmith@abcsupply.com 617-234-1234 617-234-2321
GENERAL SAMUEL L. SMITH ssmith@abcsupply.com 617-234-1234 617-234-2321
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Attachments
A vendor adds attachments to their profile by clicking Attachments on the navigation
menu. The Attachments option is only available when the vendor is viewing their My

Profile page.

ANDREW KONSTANOPOLIS ~
Resources ~

My Profile

General Information change

Home

E-Mail

Attachments

add. Once the documents have been selected, press the Upload button.

Name/DBA ANDREW KONSTANOPOLIS/PHOROS COLLECTION SERVICES
13 HELENIC WAY
Address ROME, NJ 01010
Fax Number
Commodities
SSN 001-01-0001

Attachments can be added to your account. Use the following Attach buttons to select the documents to

Attachment Type Description Required  Attachments m
General Documents are not assigned to a type (0)
E.Verify E.Verify © Attachments
Commodities
1099

Vendor Self Service

ANDREW KONSTANOPOLIS ~
Resources ~

Home

Vendor Seilf Service

Attachments are added by clicking the Attach buttons on the Attachments page, which
displays a dialog box. Select the file to attach. This causes the page to display a list of
files to attach. Vendors can attach an unlimited number of files using this method.

ANDREW KONSTANOPOLIS ~
Resources ~

Attachments

add. Once the documents have been selected, press the Upload button.

Attachments can be added to your account. Use the following Attach buttons to select the documents to

Attachment Type Description Required  Attachments _
My Profile
General Doc are not gned to a type (0)
E-Verify E-Verify ) Atta Attachments
Commodities
1099
C:\Users'todd bolduc\Doc  Browse... J'I'ype: |General VvV

Home

Vendor Self Service

Csove X oo




Clicking the Remove link next to a file removes it from the attachment list. When the
vendor has finished selecting files, they must click Save to upload the files. The
uploaded files are added to the Attachments page.

The uploaded files are also added to the vendor record in the Munis Vendors program
and they can be viewed on the Vendor Attachments screen of that program.

iy Vend Miunis > Vendor Attachments v o? X
W Howme

v Q T ? K Delete
Accept Search Add  Update Return

Confirm Search Actions Output Office Tools

Description File Public | Date Added Time Added

Annual Support Agreement Annual Support Agreement doc D 01/19/2006 16:26:22

Attachment for Vendor 1000 ASSETS.xlsx 04/03/2013 10:33:40

Attachment for Vendor 1000 File01 txi 04/03/2013 10:33:40

Attachment for Vendor 1000 impeortfilenet b 04/03/2013 10:33:40

Attachment for vendor 1000 DOCUMENT et

Attachment for vendor 1000 DOCUMENT2.txt

Attachment for vendor 1000 DOCUMENT3.txt

Business License business license. pdf 01/19/2006 16:26:53

Quote ABC Book Supply Inc.doc 01/19/2006 16:27:05

The vendor cannot maintain their attachments in VSS once they have been uploaded. A
Munis user from your organization must access the vendor record in the Vendors

program and use the buttons on the Vendor Attachments screen to add, update, or
deletetheven dor 6 s attached fil es.




1099
The 1099 page displays a listing of the vendo

Vendors use the Year list to select the fiscal year for which to view 1099 data. The data
includes the 1099 box code, a description of the code type, and the 1099 amount.

- ABC SUPPLY COMPANY -~
tyl er Resources ~
technologies
Vendor 1099 Information oms
Vendor Self Service
Year

My Profile
Selected 1099 Data

o et e _

F FED INC TA $1,000.00
Bids

M MEDHEALTH $1,000.00

N NOMEMPLOYE $1,000.00 Checks

P PRIZES & A $1,000.00 \mvoices

R RENTS $1,000.00
Purchase Orders

s SALES FROM $1,000.00

Y ROYALTIES $1,000.00

Clicking a code type opens the Vendor 1099 Invoice Detail page. This page displays the
general 1099 information, as well as a listing of 1099 invoice detalils, if they exist for the
selected box code. Clicking Return to 1099 returns the vendor to the Vendor 1099
Information page.

ABC SUPPLY COMPANY -~
Resources ~

Vendor 1099 Information Henis

Vendor Self Service
Year

My Profile
Selected 1099 Data

Code Description Amount
FED INCTA $1,000.00

F
M

N

P

R \

: A
Y

ABC SUPPLY COMPANY ~
Resources ~

Vendor 1099 Invoice Detail Home

Return to 1099

Vendor Self Service

Box F

My Profile
Year 2010
Amount $1,000.00 1099
Description FED INC TA

Bids

1099 Invoice Detail Checks

There are no 1099 Invoices to display.
Invoices

Purchase Orders




Checks

The Vendor Check Search page is accessed by clicking Checks on the navigation
menu.

ABC SUPPLY COMPANY ~

Resources ~

Vendor Check Search Home
Date (mmiddlyyyy) Vendor Self Service
Check date l:l My Profile
or
Check date(s) from | | 1o 1099
Amount
Check amount l:l Bids

or

Number

Invoices

or

Purchase Orders

Check number(s) from | | to |
Status

The page provides fields that are used to search for checks issued to the vendor by
your organization. Completing the fields and clicking Search opens the Vendor Check
Information page, which lists the checks that meetthevendor 6 s sear ch cr

ter

{



Clicking Modify Search or New Search returns the vendor to the Vendor Check Search
page. The listing of checks can be sorted by clicking a column title. The page refreshes
to display additional checks in the list when the vendor clicks a page number at the
bottom of the screen. To view details about the check on the Vendor Check Invoice
Detail page, the vendor must click View on a check line.



